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Unit 7 Documentation 


Document control 






Word 


Definition Translation 


a person or department which keeps 
track of all documentation 


put in a place where a large number 
of important papers and records are 
stored 





document controller 
(n) 


archive (n) 


RFI (n) 


(= request for information) a standard 
business process in which information 
about suppliers is collected 


RFI log (n) (= request for information log) an 
official record where request for 


information details are kept 

a document that authorises a change 
in the construction work or contract 
time or fee 


a short official note to all workers on a 
job site, e.g. building 


a change order 


procedure (n phr) 





job site memo (n) 


status (n) 
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a situation at a particular time 
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complete (adj) q) to finish doing or making something 

amend (v) q) q) to correct or make small changes to 
something 

scan (v) q) q) you put it into a machine attached to 
a computer so that the information in 
the document can be taken into the 
computer and stored there 

version (n) q) q) a copy of something that has been 
changed so that it is slightly different 

destroy (v) ) ) to damage something so badly that it 
no longer exists 

write (v) | 


) to form letters or numbers with a pen 
or pencil 


a small change, improvement or 


addition 


amendment (n) 
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(n) 


a strong metal box or cupboard with 
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special locks where you keep money 
and valuable things 
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